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Q HF2% M Mileage Allowance

1L MRBEAEEERE, BRUTAESITE, RUTNTE, ZETTUREY? FiEREREMEE, WREREANT, HEARNRSEEH R
REEIE, —REWUITE?

Q: Dueto the traffic control of car license, can | take a taxi for business activities in my based location but driving car when travelling? Can | take a
taxiin case of limited car license or other situation that | can’t drive my car for business activities?

B EARRAMGR AT, RSO0 AN EMIRE TR . e RS, HIE T BRI R T, WNERS . YRR R =R,
]Sl N HATE TR B %, 2 9% L M2 7] RS BORBEAT IR, EAN AT DUXS SR Al 22 LS8 38 Bl AR 78 (1 B A (RHL 22 R 55 2 270 2, o ei & IR
T P B AR D[R] R R R MG o

A: Generally, the gas fee can’t be separately reimbursed from the employee who is entitled to Mileage Allowance. Under special circumstances (eg.
traffic control, repair/maintenance for a car, and urgent travel, etc.), the employee who has applied for Mileage Allowance can also take public
transportation or rent a car for business activities regardless of travelling or not. The expense can be reimbursed according to Company

Reimbursement Policy but can not be covered by Mileage Allowance at the same time (car rental shall include the gas fee. If not, the gas fee shall be
reimbursed) .

2.1 BEAHFFEEME, R -HESBRATENEEIAZXE/WET, RARTEHCHELR, EHRTREmE?

Q: I'm not entitled to Mileage Allowance. Under some urgent circumstances, | need to travel by driving car due to no time to buy a train/plane
ticket by prior booking. Can | reimburse the gas fee for this kind of driving?

Z RYE CRLTMY 1632 0E, AERZEBEAMER AT, EASMHEMEHAIASE IR . W@k G o (gt . shiss) , BIRE
LA TR AEAE S, T — PR AR AN BERR IR TG 0 ST E IO 9, 45 2 2 S S B AR 9 ) (B0l %) o FE SRS AR IN 15 B L L 4o 22 BR A StL A I
fF. HEZZL I HZ IR B S S R, o B A) EOR B TR A8 ARIH 5.

A: According to the ltem 16.3. specified in Employee Handbook, the employee who is not eligible for Mileage Allowance shall use public
transportation for business activities and reimburse the expenses of public transportation. Under some special circumstances (eg. pandemic period,
urgent travel without sufficient time to book public transportation, etc.), the Employee can drive car for business activities upon Line Manager’s
email approval and reimburse the fees of gas, parking, toll or the car rental. The Employee shall submit this kind of expense claim together with the
email approval from Line Manager. It's the line manager’s responsibility to make sure the expense claim is true and compliant. Line Manager can
request the employee to submit this kind of reimbursement together with the mileage record as needed.
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Q HF2% M Mileage Allowance

3. 18] T B QSR AR W AR AR 2
Q: Can we rent a car for business trip?
% AR ELAHPIAEZENE T, DM R ERS T CEVah) , (BARERIN 7 5RO 22 1 AR AN .
A: The employee can rent a car for business trip once get the written approval from line manager. The rental (includes gas fee) can be reimbursed
but can not apply for Mileage Allowance at the same time.

4.18: E¥RTIFEETHRRERZSHB00THIEM?

Q: Is the Shanghai based employee who driving car to go to the office or come home from work applicable to Commuting Allowance eg. RMB
800/month?

Zro AEAH BREAMGR Iy EdER A, A AR H 800 o BN HEAS @AM .

A: All the employees who are based in Shanghai but not eligible for Mileage Allowance are entitled to Commuting Allowance, eg. RMB 800/month.

B5.1): JFZ ETHERT DAAI 5 AR AMISIG 2
Q: Are we entitled to Mileage Allowance when driving cars to go to office/get home from office ?
%o A BRAEAMG A E S, O BN IR LS BARANY, B R RIN 2 N HEAC @ AN
A: The Mileage Allowance is applicable to those who have the entitlement of Mileage Allowance while driving cars to go to office/get home from
office. However, the Mileage Allowance doesn’t take into effect with Commuting Allowance at the same time.

SARTORILS



Q HF2ME Mileage Allowance

6.18: —EHIET BEAMELE, BMESHRAHREER, ZiTH800HEAT, Xg?
Q: Once the entitlement of Mileage Allowance takes into effect, will we not be applicable to Commuting Allowance ,eg. RMB 800/month?
e IR T E BARAMIE AN bR RS @ AN AN o] [F) i A
A: The employees who are eligible for Mileage Allowance can not enjoy the entitlement of Commuting Allowance at the same time and vice versa.

7.1: BasefE EMEHIMHE, FUE LEHE I EMH T EEAMEG?
Q: Can a Shanghai based Sales Representative who visits a customer in Shanghai be entitled to Mileage Allowance?

E BARREAME TR AR S, e TAEREME R, JF 4 MR 55 i sh #0E A T AR AN, (HA RIS 245 B R HRA @AM -

A: The Mileage Allowance applies to all the employees who have the entitlement regardless of locations. Please note that, employees who enjoy
Mileage Allowance shall not be entitled to Commuting Allowance at the same time.

8.1 I i 95 R Y K ERAL R BRIA JT38 B A2 A G FR R A R A 1) 2
Q: Are all the employees in commercial functions has default entitlement of the Mileage Allowance?
% EHEEAMEEAMERFETF, ¥ F2021F 1 H1H & Ha 8 Oy =4 BAEAME, TR B REE . HAWRF G G 2% 0F R 1R 55 0] ) B2k PRAR Y LR
AU BEA% A
A: The employees who are entitled with fixed Allowance for driving personal car for business purpose are applicable to Mileage Allowance
automatically since Jan 12021 without re-application. Other employees who are qualified for the entitlement of Mileage Allowance can submit
your application to your Line Manager.
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Q H 2% Mileage Allowance

9. . BEEAER—NMHAEE-REAERE? ERBRHERHEEEN MK BEE?
Q: Is the Mileage Allowance reported and submitted on a monthly basis or every driving record basis?
% LR ERAER G REE BRSO/, DL BERIER — kIR ARG Z 4% )5 L B A 2 55— [ A
A: The employee shall save every record after driving and save the records in OA system. All saved records shall be submitted once at a month. The
reviewed Mileage Allowance is paid once a month together with monthly payroll.

10. 1. HERVPHA R TIRIR i) BARR B HERS ?
Q: Who can judge whether the mileage reported by the employee is correct?
B LA ARGE S S LI S s AR AR IO 5, HERGBORAZ LTI R o & 1ok, 0. — BRILO TR R BRI, A FPRE
FAHRIT B AT
A: The Employee shall report all mileage reports in good and compliant faith. It's every line manager’s responsibility to make sure all his or her
approved mileage report is correct and compliant. the Company reserves the rights to claim or sue for any incompliant behaviors.

1.0 ELREAMG T R EER H ?
Q: How to apply for or withdraw from Mileage Allowance?
Zre HE: A LHEHEBEEAGHITE R ANRELEPOERID LM 79 itt)e, & BG5S HE,
ssc.online@sartorius.com, KXKHER.
R 15 HA&HRIRIR MR, 1 [e] 52 i J5 ¥ MEE 5% % % ssc.online@sartorius.com, X H 425

A: Application: the employee can contact SSC for application form and submit to SSC (ssc.online@sartorius.com) the form approved by the line
manager together with driving licenses. The entitlement will take into effect from the next month after the submission.

Withdrawal: The employee submits to SSC (ssc.online@sartorius.com) the approved email for withdrawal from the line manager and the
withdrawal will take into effect from the next month after the submission.
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Q HF2ME Mileage Allowance

12,18 EREEIEEAE22TTREAMK?
Q: Isthe Mileage Allowance RMB 2.2/mileage is competitive enough?
Fe: A EIEUUR E BREAMYEARAERN 255 1 1 I B I b AT S S T AN R e, H AT EARHER B T 5a S IR o w R E W e AR v AT
5] L3 B T 473 R A2 AL

A: The Company make the competitive Mileage Allowance by taking the benchmark to the market, especially to our main competitors. The
Company will review the Mileage Allowance on a regular basis in order to make sure it’s aligned with the market.

13. 1 LN FRENTAZESH800TATEAM?
Q: Why is the Commuting Allowance eg. RMB 800/month applicable to Shanghai based employees only?

% AERZHETPE P04 R TFME, B AEHAT THRIE, ZUiem, & H800 c b HEASHEAMENGE H T TAEMAE il HAZA R
PR B2 o f) 53 T

A: The Shanghai Office moved twice after the Employee Handbook Version 2014 took into effect. The RMB 800/month is to support all the
Shanghai based employees who are not entitled to Mileage Allowance to go to office or come home from work.
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HoAh 5 B Other Questions

1. H: ATWXREATREE K, FCREEE, B31EA TREASUANERERTRERIE?
Q: Canthe employee only apply for the cash advancement for once to get the permanent entitlement for all the coming cash advancement
without re-application?
% WTAAMEERE, RAAERTOKETEIRIUE NG, AREWEC NG BRI R i,
A: For Company’s credit control purpose, the employee shall apply for cash advancement at every time and shall refund the paid cash

advancement before applying for next round.

2. 1. BEWHHE R HERERMT ARR?
Q: What's the application and approval process for a cash advancement?
%, RILWSEN Concurfi. ¥R (Concurfdi FHIER) -

= .

A: The employee shall make the application and get the approval from line manager in Concur. Please refer to Concur User Guide for details.

3. H: FHHENERIERETESERE?

Q: Ifitis possible for the Company to consider adjusting the meal allowance standard for business trip ?

e oy wlIRCE B AN AR AR 225 T T I B IR R A 15 o T ROARE,  H AT R B 58 1 O ) R S SIS AR HE AT H B

DUE 8 117 37 1R AR A, o

A: The Company has made the competitive travel treatment by referring to the benchmark to the market, especially to our main competitors.
The Company will review all the standards on a regular basis in order to make sure it's aligned with the market.
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HoAh ) B Other Questions

4.19: BRRHEEALE, MRESMFERINIARINGERZETELAERSEME NE?
Q: How to handle the travel upon customer’s urgent need where there’s no time to apply for manager’s approval in OA system?
%o WIBRTH BTG RR AR ELAH, (ERHFERE, EHETRERSRANMEOARS TN,

A: Regarding the travel at an urgent need, the employee shall contact Line Manager to get his/her approval and submit backwards travel
request in the OA system within 5 days after the travel starts.

5.1: ZEIFKRALFMZE, HRRLFIFELEG?
Q: Shall the employee return the old Employee Handbook to HR when getting the new one?

Z R LM 2021 N A1H AR, FEEAR20140070 2 TFM, 2014k 2 TFMEERIE 1L, R T IEFHEAL .

A: The Employee Handbook Version 2021 will take into effect on Jan 12021 and will replace the version 2014, which will be forfeited at the same
time. There’s no need for the employee to return the Version 2014 to HR.

6.11: EHERTRBERR EEBERERFMERE LIFH?
Q: Whether the Shanghai employee refers to the employee who signs the contract with Shanghai legal entity or who is home based in Shanghai?
Ze LTS K TAR M SO 55 806 [ He 2058 1 AR A

A: All the locations mentioned in the Employee Handbook mean the working location specified in the Employment Contract.
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HoAh ) B Other Questions

7.8 AFVERILRATREEEHEENFRE?
Q: Will the Company set up a channel for employees to give any rational proposal (constructive suggestions) to improve the Company’s policies
and measures, or workflows?
2 I LA R M AR SR AR A FAL A, BRI B ssc.online@sartorius.com, A ZEHEE WK HE I A AR ISR T 6 )
pIIAN

For any rational proposal regarding the policies, rules and processes specified in Employee Handbook, please send your proposal/idea to
ssc.online@sartorius,com. HR will forward the proposal/idea to the respective functions and send the feedback to the employee.

8. H: REHTEENAsafhGEELH, STHEATEEERH R BIEEEER? HEFEREW UEHER . TR ? A mseEE? 2%
RESS7E T B EEDH TRt MBS R Tk ?

Q: Does the Company have Corporate hotel list in Asia region and also in China main cities? Can the Corporate Hotel List be reviewed and
updated at regular basis. How the employee can get the List? How will the Company add more hotels into this list? Can the employee get more
hotel booking options in main China cities?

Zre 1 H AT PG E B ACH 78 B BTN L B AR S HATEG B GBI T 1 A SO SRS O 2. BRSO S RSB, W DAE A F]
NI EER RATEBGRIRG 3. 2 m RS AR H 22 B AN AT 2 50 S I Bl 7 LARS T 38 2 W BCIBE B SEA R i

A: 1.There’s no Asia Corporate Hotel List. Please contact local Admin/Assistant/your travel host for local corporate hotels; 2. Company will
review the Corporate Hotel List on a regular basis and the latest List can be found in Shared Folder or from Admin Department. 3. Company will
review the Corporate Hotel List based on travel frequencies and hotel occupancies to get more competitive price with more corporate hotel
sites.

9.1 : ForteBiol HR&EEFRBMBLZNHA—FE, AFKnTALE?
Q:The ForteBio's rule of incentive entitlement is different with Sartorius. How will the Company deal with it?
%: ForteBio¥s 720214 Ei& H T2 Z MM K &R . 20204F (1) 3 4 AR A4 M R A FUE AT

A: ForteBio China’s Incentive Scheme will follow Sartorius’ since Jan 12021. The rule of incentive entitlement 2020 keeps unchanged.

)
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HoAh ) B Other Questions

10. ). b XA 4 RHE SIS E SR 2
Q: When will Shanghai Baijiatong Park charge parking fee?
B FRZ AT LT p SOR e B0V B I A B . AR R TR AR D, A EDRERE T A A
A: Currently the parking in Shanghai Baijiatong Park is free of charge. Shanghai based employees will be notified in the future if it starts to charge.
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Thank you.



